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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Aileen Tokunaga
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: JCM
	personnel date: 12/04/2011
	PERCENT OF TIME: 














60%













	activity: POSITION SUMMARY
Under direction of the Staff Services Manager II, the incumbent has access to high profile confidential information regarding sensitive departmental issues about employer/employee relation matters.  The incumbent performs a variety of complex jobs with a high level of independence and initiative when providing secretarial support to the office chief, analysts, and office.  

ESSENTIAL FUNCTIONS

The incumbent is responsible for performing secretarial support to the Office Chief and analysts.  The job requires a high degree of initiative, independent judgement, and originality in performing assigned tasks.  Incumbent must exercise good judgement and possess the ability to communicate effectively concerning contact with control agencies, and other members of the public.  This position requires that the incumbent work cooperatively and respectfully with others, maintain regular, consistent, and predictable attendance.  The specific essential duties are:

Secretary for the OWE Chief; research and attach pertinent file material to the Chief's mail and messages.  Maintain the Chief's electronic calendar, schedule meetings and conferences, make travel arrangements and gather meeting materials.   Provide secretarial support to staff ; maintain training calendar for staff, and training conducted for DWR employees; ensure materials are prepared for various meetings and training classes; initiate research and draft correspondence, reports, charts, tables, and graphs, contracts, forms, and other documents in accordance with office and departmental standards; compose and review outgoing correspondence for conformance with department policy, format and grammatical construction; duplicate and collate documents.   Make travel arrangements for staff, process travel expense claims, and maintain a log of travel expenses for each fiscal year; is the Timekeeper, Training Coordinator for office staff, and Purchasing Coordinator for the office.  Prepare requisitions, enters information into SAP, and tracks the status of each purchase.  Develop, update and maintain numerous workload reports.


	classification: Office Technician (Typing)
	appointee: 
	dwr position number: 0170-1139-XXX
	sap personnel no: 
	sap position number: 50000696
	division: Executive/Office of Workforce Equality
	mcr: I      
	percent 2: 
20%








10%





10%
	activity2: 
Responsible for maintaining complex filing system, to include establishing confidential case files, filing selected correspondence, maintain discrimination complaint databases and other resource material. Sound and independent judgment is critical in selection of appropriate filing procedures for correct and easy recall of the material and ensures adequate cross-filing of more complex source material. Maintain reference manuals, directories, and materials.  Research and recommend processes and procedures to streamline, automate and update methods of record keeping.  Edit and finalize meeting notes.  Research laws, rules and regulations and procedures to edit format and update office desk manuals.

Sensitive duties include phone contact with DWR employees, public and government representatives regarding the following: (a) exercise discretion and diplomacy; (b) know when to redirect inquiries to a specific person or program within OWE or DWR; (c) determine when inquiries should be directed to an outside agency, in which case the name of the agency and phone number are to be given to the individual; and (d) brief Chief.

Log in, review and maintain open discrimination complaint files for immediate access of information and maintain discrimination complaint log, Exit Interview database, and State Personnel Board database.  Develop and maintain excel spreadsheets.
	supervisor name: Aileen Tokunaga
	employee name: 


